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REGISTT'.TION  AND  INQUIRY  SERVICE 


I.  PURPOSE 


The  purpose  of  R & I Service  is  to  assist  favdlies  and  individ- 
uals separated  by  war-caused  disaster  to  locate  their  relatives.  Part 
of  the  program  of  R & I is  based  on  recording  and  maintaining  data  in  a 
Central  Registry  concerning  the  location  of  persons  and  families  affectc’ 
by  disaster, 

R & I services  will  consist  of  operating  the  Central  Registry 
u:nit,  and  providing  for  and  taking  registrations  from  persons  'fno  were 
in  the  devastated  area  at  the  time  of  the  disaster,  or  who  receive  dis- 
aster services  at  hospital,  shelters,  welfare  centres,  mortuaries,  etc. 


II.  ORdAIIZ/vTION 

R & I Service  is  part  of  the  local  CD  Emergency  Welfare  Services 
and  should  be  organized  on  a county -wide  basis,  with  a single  Central 
Ifegistry  for  the  county.  Where  there  is  more  than  one  operational  area 
within  a county  and  R & I is  organized  in  each  area,  it  is  essential  that 
there  be  a carefull;;'  coordinated  inter-area  plan.  The  Central  Registin^ 
will  be  the  heart  of  the  operating  units  within  the  co'Jinty;  or  in  some 
cases,  in  more  than  one  county. 


Basic  orgamlzational  requirements  for  personnel  for  R <2c  I ser-vcic 


are  outlined  in  "LESSON 
the  "EIERIENGY  tfELNATtS 


Ph\N  FOR  ORGiNIZITI^N  0 
TRAINING  COURSE,  LESSON 


? CIVIL 
PL'-N  IX 


.'N'lD  Inquiry", 


DEFENSE"  and  in 
" Registration 


III.  PLANNING 


R & I Services  should  be  organized  in  a 'oniform  manner  in  all 
areas  of  the  State,  Details  of  organization  will  vary  with  the  volume 
and  type  of  activity  that  may  be  anticipated  for  an  individual  area, 
in  planning  for  Registration  and  Inqiiry  activities  the  following 
suggestiO'Os  may  help: 


Size 


Space  must  be  provided  in  Mass  Care  Centre  for  R A I facilities. 
In  the  CD  area,  space  also  nrust  be  provided  for  a Central  Registry. 

The  size  of  the  mits  contemplated  depends  u.pon  whether  it  is 
to  be  (1)  within  the  target  area,  (2)  on  the  perimeter  of  the  target  area 
(3)  within  a distance  to  be  classified  as  a reception  area,  or  (li) 
sufficiently  distant  to  be  only  an  inquiry  centre. 

B,  Location 

The  R & I Central  Registry'  should  be  located  in  or  near  the 
'■Welfare  Divisional  Headquarters.  R A I teavas  for  registration  assigned 
to  other  operating  units  will  be  provided  facilities  by  these  units. 

The  type  and  size  of  stricture  to  be  considered  '’or  Central 
Registry  will  depend  ipon  the  volume  of  registrations  anticipated  for  the 
area  and  upon  available  public  and  private  buildings.  Central  Registry 
must  be  at  a point  considered  as  reasonably  safe  from  probable  target 
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points.  An  alternate  facility  shoild  be  designated  in  critical  areas  in 
the  event  of  daraage  to  the  preferred  location.  Available  connunications 
lanst  be  considered.  TJsially  adeqaate  space  for  Central  legistr:;'  vrill  be 
provided  in  a building  such  as  a storeroom,  warehouse,  gymnasium,  etc. 

It  must  offer  enough  floor  space  to  set  up  filing  operations.  It  will 
not  have  to  include  space  cor  reception  since  individuals  will  n'v*-,  bo 
directed  to  Central  legisti^/j  registrations  and  inquiries  will  occur  at 
other  centers. 

C.  Equipment 


Stockpiling  of  eqiipment  and  supplies  is  not  contomplat:.:).  on  a 
statewide  basis.  Eouipment  and  supplies  b^^sed  upon  local  pla  is  and 
estimates  should  be  considered  in  relation  to  overall  administr ■'live 
planning  Arrangements  should  be  made  for  obtaining  needel  equipment  and 
office  supplies  from  local  sources  at  the  time  of  an  emergency.  Estima- 
tes for  a Central  legistry  must  include  files  for  ^ x 3 registration  and 
inquiry  forms  (or  boxes  if  no  standard  files  will  be  available),  tables, 
chai.rs,  etc.  Arrangements  will  be  made  by  the  State  Council  of  Civil 
Defense  for  a supply'  of  registration  and  inquiry  forms  to  be  used  for 
training. 


D,  Personnel 


1 k I staff  will  consist  of  at  least  two  distinct  ’units;  those 


forming  registration  teams 
the  unit  to  xuhich  they  are 
Central  Itegistry. 


Td'io  will  be  cadiministratively  responsible  to 
assigned,  and  those  who  will  operate  the 


R 'A  I supemrisory  staff  may  be  recruited  from  p’lblic  enployee 
groups,  retail  credit  agencies,  large  retail  department  store,  water  and 
poorer  co  upanies,  etc,  R - I registration  workers  inay  be  recr'iited  from 
social  work  agencies,  schools,  insurance  agencies,  banks,  etc.  Central 
iegistry  workers  may^  be  recmoited  from,  any  so’irce  aanere  their  experience 
equius  them  for  immediate  service. 


In  recruiting  personnel,  it  is  advisable  to  recr'iit,  where\’-er 
possible,  personnel  vrhose  place  of  residence  is  within  the  geographic 
area  covered  by  the  registration  service  in  view  of  problems  of  trans- 
portation and  communication  to  be  e.x?:.ected  following  enemy  attack.  Rhore 
possible,  more  than  one  person  shcild  be  recr  lited  for  each  assigned  t-sk 
to  ass'ire  availability^  o.l  s .i"ficient  personnel  to  operate  the  to  1 ser- 
vice following  ene?ay  attack.  Consid' ration  should  be  given  to  recr  iiting 
adequate  personnel  to  man  the  R P I sera/ice  on  a daily  2h  hour  basis. 


problem. 


Special  coxisideration  should  be  given  to  the  foreic’-n 
In  areas  where  it  exists,  recruitment  of  individ’ials 


language 
wl:o  can 


interview  and  translate  is  essential. 


Plans  should  be  made  to  mobilise  and  allocate  R 1:  I teams  to 
welfare  operational  ’inits  operating  'inder  the  chief  of  Emergency  rdf  a re 
Services,  eith'-r  by  assembly  at  a common  point  for  assignment,  or  by’’ 
directing  teams  to  assemble  at  the  unit  location  to  which  assigned. 
Records  of  such  assignments  will  be  maintained  with  the  R A I ’mit. 
During  operations,  R & I registration  teaiiis  are  administrative!^^  rospan- 
siblo  to  the  -mit  to  which  assigned.  The  R & I coordinator  will  have 
a functional  relationship  for  tec..'.nical  supervision  onl:/  to  the  teams 
this  assigned. 
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E,  Public  Irifom.Ttion  and  Education 


The  s’iccessf'il  operation  of  tho  R & I program  in  an  em'^rgencj 
requires  an  informed  public.  Much  can  be  done  in  pre-dis'>st  r prepara- 
tion to  acquaint  people  with  the  plans  being  made  and  how  thew  can  best 
use  the  services  nrovided.  It  is  particularly  iraportant  that  persons 
be  informed  as  to  how  they  can  help  themselves.  As  part  of  a pre- 
disaster training,  the  public  should  be  informed  of  the  following* 

1,  People  should  b:  requested  to  withliold  inquiries  for  the 
first  few  days  after  a war-disaster  in  order  to  allow  time  for 
possible  word  from  relatives  in  the  disaster  areas,  and  for  the 
initial  set  up  of  a central  inquiry.  Inquiries  may  not  be  answered 
for  several  days  after  a disaster;  none  wi.ll  be  acknowle  dged. 

2,  All  persons  who  are  temporarily  in  a devastated  area,  or 
who  have  ralatives  outside  the  area  from  whom,  they  could  expect 
inquiry  should  be  urged  to  register  on  a special  postcard  which  will 
be  forwarded  to  points  outside  the  area  as  rapidly  as  conditions 
will  permit. 

3,  Inqu.iries  will  not  be  accepted  by  telephone  beca'ise  commxn- 

ication  facilities  will  be  so  crowded  with  other  disaster  business 
that  individual  inquiries  cannot  be  handled  by  this  method.  In- 
quiries from  outside  the  devastated  area  should  be  mailed.  In- 
quiries inside  the  devastated  area  should  b’;  made  in  person  to  an 
inquiry  centre , not  to  Central  Registiy-”  ~ 

U,  Personal  identification  on  a person  will  redi.ice  the  pro- 
blem of  identifying  individuals,  especially  children  and  infants. 
People  should  be  enqo  iraged  to  carry  such  personnal  identification. 
Some  States  are  making  arrangements  to  issue  identification  numbers 
and  tags  to  all  inhabitants. 

As  in  all  disaster,  general  information  is  released  con- 
cerning the  extent  of  the  disaster  and  to  assure  friends  and 
relatives  that  cvoi^.^tliiag  possible  is  being  done  to  protect  or 
care  for  victims.  Such  information  is  released  to  allay  un- 
warranted fear  and  to  ass'ire  concerned  relatives  that  specific  in- 
formation tatIII  be  given  .as  rapidlrg  as  possible.  (Release  of  su.ch 
general  information  should  bo  ’Tiade  by  the  Information  Section. ) 


F.  Training 


The  local  CD  offices  should  make  arrangements  now  for  training 
all  R & I personnel  - both  prof ession.al  and  volu.nt-.jer.  Pre-disaster 
training  would  include  organization,  interviewing,  use  of  R &.  I forms. 
Central  Registry  and  its  function  and  o- jration.  Consideration  should  be 
gi-'^en  to  including  in  any  such  training,  in  addition  to  perso.inel  to 


operate  the  R & I units  and  General  Registry,  those  persons  who  will  be 
taking  registrations  and  inquiries  in  d-evasnated  areas,  em.ergencv  hospi- 
tals, mortuaries  and  related  agencies.  It  may  be  nocessarge  to  have  re- 


fresher courses  ■oeriolically  in  order  that  R h I personnel  may  be 
fully  informed  of  their  duties,  (See  L.ES30E  PI^'iN  I.X  " i ilGISTR.TI" 
IMlUIRf" . ) 


kept 
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IV.  PROCEDU^ 


A,  Registration 

R c£  I Services  consist  of,  as  mentioned,  two  major  divisions. 

(1)  The  one  is  the  task  performed  by  registration  teams  int  3rvi'3wing  and 
registering  families  and  parsons  affected  by  the  disaster.  This  part  of 
the  task  also  incl  ides  receiving  inqniries  abont  persons  who  nay  iave 
been  xn.thin  the  disaster  area  at  the  time  of  the  disaster.  (2)  The  oth* 
part  of  the  task  is  the  operation  of  the  Central  Registry  services.  A 
Central  Registry  fnnction  is  solely  to  record  the  last  known  loc’ tion  of 
families  or  persons  who  have  registered  in  order  that  the  ini’ o inn  action  ma; 
be  given  to  persons  inquiring,  so  that  families  can  be  reunited  and  re- 
latives nay  be  informed  about  the  location  of  their  kin.  In  other  words, 
it  is  strictly  a locator  file  and  will  not  contain  any  record  of  services 
rendered.  The  records  of  such  services  x^ill  be  maintained  b,’  the  ^mit 
rendering  the  services. 

Registration  of  families  or  individuals  affected  by  a war- 
caused  disaster  will  take  place  within  dis-ster  areas  and  at  reception 
areas.  Registration  will  consist  of  two  types*  Informal  and  Formnl, 

1.  Informal  Registration 

.',n  infori^l  registration  will  be  a postcard  notification  to  a 
relative  or  friend  that  the  person  registering  is  safe  and  is 
teipeorarily  or  permanentl-r  located  at  a narticular  place.  (See 
APPETC'IX  C-1  for  Suggested  form  for  Postcard  Registration.)  All 
families  or  individuals  within  the  disaster  area  who  have  relatives 
or  friends  outside  the  area  vrill  be  urged  to  make  such  an  informal 
registration.  Its  purpose  is  to  get  word  to  relatives  in  the  short- 
est possible  time  and  thus  allay  anxiety  on  the  part  of  those  out- 
side the  area.  Such  a registration  will  assu.re  the  registrant  that 
word  as  to  his  safety  and  location  will  be  received  by  his  family. 

CD  postcards  sViould  be  provided  for  s ich  registrations  by  local 
authorities.  A registrant  may  send  as  many  postcards  as  he  desires. 
If  preprinted  postcards  are  not  available,  a large  placard  should  be 
displayed  in  the  Mass  Care  Center  with  the  suggested  wording  to  be 
used  by  persons  sending  personal  postcards. 

2,  Formal  Registration 


A general  registration  will  be  filled  o it  by  R & I personnel 
in  duplicate  upon  CD  General  Registration  Forms  (blue)  for  the 
following:  (See  APPEI'-IDIX  A FOR  '» INSTRUCTIONS  FOR  PREPARATION  OF 

CD  GENER  L REGISTRATION  FORMS’',) 

a*  Those  whose  family  have  become  separated  and  who  live  with- 
in the  devastated  area  (or  another  devastated  area)  and  to  whom 
it  is  unlikely  that  an  informal  (postcard)  registration  will 
be  delivered. 

b.  Persons  who  have  been  dislocated  from  their  usual  address 
and  who  have  famhly  members  separated  from  them* 

c.  Parsons  who  are  receiving  service  (not  mass  service  or 
emergency  service)  from  or  through  a CD  welfare  unit, 

d.  Victims  in  hospitals , Such  registrations  will  be  taken 
from  hospital  records  ’oi''  the  R & I team  assigned  to  the  hospital. 
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e.  Those  who  are  dead  and  have  been  identified.  Registration 
of  identified  dead  will  be  made  by  R & I personnel  assigned  to 
mortuary  service. 

TSLEPHOIE  RSGISTR.iTIOr:S  hlLL  dOT  3E  .XCaPTlD. 

3 .  Liiaitations  on  Formal  Registrations 


Daring  the  first  48  hours  following  an  attack,  registrations 
of  homeless,  uninjured  persons  in  the  devastated  area  should  oe  kept 
to  a miniimam.  The  reasons  for  this  are  as  follows: 

a.  Homeless  persons  will  not  be  sufficiently  settled  duriijg 
this  period  to  give  an  address  where  thej'  can  be  located. 

b.  A postal  card  sent  to  friends  and  relatives  vrill  give  the 
vital  news  of  sa.fety  and  may  make  formial  registration  unnec- 
essar;y^. 

c.  R & I service  will  req^aire  tine  to  organize  and  set  up  its 
files. 

4.  Routing  Formal  Registration  Form 

Both  copies  of  the  formal  Registration  Form  (blue)  should  be 
sent  to  the  Central  Registry  Office  in  the  CD  area  where  the  regis- 
tration was  taken.  The  local  Central  Registry."  will  distribute  the 
forms  as  follows: 

The  original  copy  is  to  be  sent  to  the  local  CD  office  cover- 
ing the  registrant's  home  address.  The  original  copy  of  the  General 
Registration  Forms  being  sent  to  a,nother  state  should  be  sent  to 
REGISTRnTIOM  AND  INQUIRI  SKRVICE,  STATS  COUNCIL  OF  CIVIL  DEFENSE, 
MAIN  Capitol,  Hi-iRRISBURG,  PA*,  unless  notification  is  received 
designating  another  address. 

The  duplicate  copy  should  be  retained  in  the  Central  Registry 
Office  in  the  CD  area  where  the  registration  is  taken. 

Wee  Appendices  D-1,  D-2,  and  D-3  for  charts  shox'dng  flow  of 
Registration  Forms, 

5,  Filing  Formal  Registration  Forms 

a.  There  should  be  one  alphabetical  file  for  the  Central 
Registry  in  each  county;  v^ere  the  CD  organization  for  several 
counties  is  combined,  the  Central  Registry/  will  be  for  the 
several  counties.  (The  soundex  system  may  be  preferable  in 
counties  where  there  are  workers  available  vdio  are  ex^Derienced 
in  the  use  of  this  method.  The  space  in  block  #1  on  the  form 
to  the  left  of  the  "Last  name"  is  for  the  code  n'jiaber  if  the 
soundex  system  is  used. ) 

b.  The  Central  Registr3^  should  be  set  up  with  one  form  for 
each  family  group.  The  family  or  household  group  consists  of 
persons  related  by  blood,  maintaining  a home  in  common,  living 
under  the  same  roof  or  eating  at  a common  table.  Ncn-related 
boarders  or  lodgers  are  indexed  on  separate  forms.  Single  and 
unattached  persons  have  separate  forms  and  should  be  considered 
as  "one  person"  families, 

- 6 - 


c.  The  filing  is  to  be  under  the  name  of  the  head  of  the 
family,  ( The  name  appearing  in  block  #1  on  Registration  Forr:.. ) 
Forms  are  to  be  filed  first  alphabetically  to  the  last  letter 
of  the  last  name  of  the  head  of  the  fariiily.  Once  a form  is 
filed  by  the  last  name,  use  of  the  first  name  should  follow. 

For  example;  Doris,  Jaiues,  Jolin,  Willi.aia,  The  registry  file 
may  be  divided  for  convenience  of  operations.  The  begj.nning 
division  of  surnames  might  be  A to  G,  H to  0,  P to  Z,  Further 
breakdo^'flas  may  be  advisable  as  the  file  grows  in  volume. 

d.  All  forms  relating  to  the  same  household  where  the  ''Faruily 
head"  and  the  address  agree  shoiold  be  stapled  together  and 
handled  as  one  family  registration, 

e.  Last  names  which  sound  alike  but  are  spelled  differently 
should  be  grouped  in  the  file.  In  following  this  practice  a 
plain  card  should  be  carried  in  the  very  front  of  the  file  on 
which  are  given  all  variations  of  last  names  to  be  found  under 
one  spelling.  For  example; 

Foard) 

Ford  ) Filed  under  Ford 
Forde) 

Reader) 

Reder  ) Filed  under  Reeder 
Reoder) 

Sebuman) 

Scbui.iann)  Filed  under  s human 
Shoeraan  ) 

A plain  card  should  be  filed  under  each  variant  surname, 
referring  to  the  spella.ng  under  which  the  forms  are  filed, 

f.  All  forms  received  on  hospitalized  or  dead  persons  will  be 
filed  under  their  ovm  name, 

B,  Inquiry 

The  following  statement  should  be  printed  on  5 x 8 paper  and 
attached  to  all  answers  to  inquiries ; 

NOTICE  TO  IdQUIRFRS 

The  attached  Inquiry  Form  shows  the  latest  infoma,tion,  if  any, 
on  any  person  being  inquired  about.  If  the  reply  shows  any  of 
the  persons  are  "not  registered",  you  may  fill  out  another  form 
like  this  one.  Then,  if  the  second  reply  shows  that  a person 
is  still  "not  registered"  after  14  days  from  the  date  of  your 
second  inquiru’,  you  should  ask  the  local  CD  office  to  help  you 
fill  out  an  "Unidentified  Inquiry  Form"  with  a careful  descrip- 
tion of  each  missing  person. 

In  hospitalized  cases  do  not  go  to  the  hospital  noted:  how^ever, 
inforraation  as  to  the  extent  of  the  injurj'  to  the  person  or 
persons  may  be  secured  by  writing  the  hospital  adainistrator. 
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The  official  death  certificate  and  information  concerning  the 
location  of  the  dececased  will  be  directed  to  the  next-of-kin 
by  the  Civil  Defense  Mortuary  Ser'/ice. 

1,  Informal  Inquiry 


An  inform'^1  inquiry  will  be  a postcard  inquiry  to  a relative 
or  a friend  in  a devastated  area  asking  if  the  individual  is  safe 
and  whether,  because  of  the  emergency,  his  address  has  been  changed, 
(See  APPEIDI.X  C2  for  ’’Suggested  form  for  Infonaal  Inquiry”.)  All 
persons  who  have  relatives  or  friends  in  the  area  'which  has  been 
bombed  will  be  urged  to  make  such  an  informal  inquiry/.  The  receiver 
of  the  postcard  inquir:?-  should  reply  by  sending  a postcard  simil'’r  t 
’’Suggested  Form  for  Infomal  Registration”  - APPSrTDIX  Cl.  - and  thus 
get  word  in  the  shortest  possible  time  to  relatives  outside  the  area. 
If  the  postcard  inquiry  cannot  be  delivered  the  postal  service  will 
deliver  the  card  to  the  CD  office  in  the  ^'rea  to  which  tJie  card  is 
addressed.  There  the  name  of  the  person  to  whom  the  postcard  inquir' 
xvas  adiressad  will  be  cleared  through  the  ceatral  registration  file. 
If  any  inf orraation  is  available  in  the  files,  a reoly  to  the  inqiiry 
will  be  sent  to  the  oerson  making  the  inquiry. 

It  is  important  that  the  person  making  a postcard  inquiry  sign 
his  full  name  and  complete  aliress  on  the  reverse  side  of  the  post- 
card to  assure  a raplj'  from  the  relative  or  the  CD  office, 

2 . Formal  Inquiry 

The  CD  ileneral  Inquiry  Form  (white)  is  to  be  filled  out  in 
duplicate  at  the  ilass  Care  Center  either  by  the  person  making  the 
inquiry  or  a R & I worker.  The  inquiry  process  includes  the  (1) 
receiving,  (2)  registr-'-tion,  (3)  clearance  of  inquiries  through 
central  registration  file,  (k)  replying  to  inquiries, 

a.  Inqiiries  will  be  miade  by  relatives,  friends  and  official 
agencies  from  within  and  outside  the  devastated  area. 

b.  Most  of  the  inquiries  will  be  received  at  Mass  C re  Centers 
where  R d;  I teams  will  be  assigned,  emergency  hospitals  or  from 
and  through  other  official  agencies, 

c.  Inquiries  will  be  received  in  person  or  by  mail,  telegraph 
or  messenger.  Telephone  inquiries  x^rill  not  be  accepted. 
Inquiries  will  not  b e acknowl edged. 


3,  Receipt  of  Formal  Inquiry 

Local  officials  and  agencies  receiving  inquiries  from  outside 
the  area  thro  igh  coinraunications  or  through  their  o^-m  agencies  should 
refer  those  inquiries  to  the  Inquiry’'  Section  at  the  Local  CD  office. 

a,  ^'Jliere  officials  or  agencies  receive  inquiries  directly 
from  individuals,  they  should  refer  those  inquiries  to  thie 
Central  Registry, 


b . All  inq  liries  directed  to  the  Inquiry  Section  will  be 
received  by  the  Central  Registry.  The  lettvsrs,  telegrams, 
messages,  etc.  will  be  delivered  to  the  Central  Registry, 


! : 


c.  Inquiries  received  et  the  Centrnl  Reqistr;-’’  which  hev::  been 
mivSdirected  should  be  relayed  to  the  city  or  point  of  correct 
destination,  'lires  received  at  the  1I3I3TH  TION  ..dD  INQUIRY 
SERVICU,  STVTI  COUNCIL  ON  CIVIL  DSFUNSC,  illlM  CLPITOL,  HCRRIS- 
B’lRG,  PA.,  will  be  directed  to  the  correct  local  CD  office  for 

OF 


processing,  (See  Part  II  for 
CD  GENER''.L  INQUIRY  FORM.) 


INSTHTJCTIOMS  FO  ^ PRSF.'JIMIOM 


I4,  Limitations  on  Formal  Inquiries 

Inquiries  will  not  be  accepted  in  the  devastated  ],ocality  dur- 
ing the  first  I|9  hoirs  except  those  which  concern  separated  child- 
ren and  dependent  adults.  Inquiries  shoild  not  be  accepted  at  any 
time  from  any  persons  except  immediate  relatives  of  persons  who  c'^n 
establish  a close  personal  relationship  to  the  missing  person.  In- 
quiries should  be  accepted  by  R & I personnel  outside  the  devastated 
area  as  soon  as  possible  since  time  will  be  required  to  get  the  form; 
to  the  area  in  which  the  person  resides. 


5^,  Routing  of  Formal  inquiry  Form 

The  duplicate  copy  is  retained  in  the  R I office  preparing 
the  inquiiy"".  It  should  be  removed  from  the  file  when  the  reply  has 
been  received.  The  original  formal  inquiry  form  should  be  sent  to 
the  Central  Registry  office,  A.  reply  should  be  received  in  the 
office  in  which  the  inquiry  originates  within  10  days,  Iiiquiries 
should  be  instr acted  not  to  file  another  inquiry  on  the  same  person 
until  10  days  have  elapsed. 


Formal  Inquiry  lorms  will  follow  the  same  flow  as  the  "original 
copy"  shown  in  Appendices  D-1,  D-2,  and  D-3.  rne  return  of  the 
Inquiry  Form  follows  this  same  flow,  b'l.t  in  reverse  order, 

6,  Clearing  Formal  Inquiries  Through  Central  Registry 

The  clearance  of  CD  General  Inquiry  Forms  cannot  be  limited  to 
a single  check  against  a famdly  name  because  dead  or  hospitalised 
persons  xuill  be  in  the  Centr-^l  Registry''  as  a single  registration 
under  their  own  name.  All  available  data  about  such  persons  would 
not  be  revealed  ii  the  search  were  stopped  when  a family  registra- 
tion form  was  found,  or  no  family  registration  form  was  in  the  file. 
The  following  is  suggested  for  clearing  inquiries, 

a.  Check  the  files  to  learn  if  the  entire  family  unit  is  reg- 
istered on  a Foraal  Registrcotion  Form, 

b.  The  cle'trivig  should  be  contiiuied  under  each  individaal's 
name  becauso  of  the  possibility  that  they  ma>y  have  been  regis- 
tered individially  as  "hospitalized”  or  "dead".  Any  informa- 
tion thus  obtained  should  be  checked  in  the  appropi’iate  column, 

c.  For  any  name  in  the  Inquirg"  for  which  no  information  is  in 
the  files,  claeck  the  column  "Not  Reg."  (not  Registered). 

d.  If  at  this  time  any  inforination  is  available  for  some  or 
all  of  the  persons  listed  on  the  inquiry,  the  inquiry  form 
shovald  be  returned  to  the  CD  office  at  the  point  of  inquiry. 


I 


If  no  informabion  is  available  for  any  of  the  persons  inquired 
abo'it,the  Inqairy  Form  should  be  placed  in  the  "Tickler  i-ils" 
for  clearance  at  the  end  of  five  days.  (See  "Tickler  File".) 

e.  If  the  clearance  at  the  end  of  five  days  does  not  shov^  a 
Formal  Registration  as  having  been  received,  the  Trormal  Inquir:/ 
Form  should  be  checked  "Not  Reg."  and  retur^ned, 

7.  Answering  Formal  Inquiries 

a.  Central  Registry  personnel  should  take  every  preca  rtion  to 
hold  errors  to  a minimum.  It  is  recognized  that  in  an  srm--rgenc„ 
situation  of  the  size  that  is  anticipated  it  will  be  humanly 
impossible  to  eliriiinate  all  errors.  Central  Registry  pe'csonnel 
shbuld'be  aware  that  information  which  they  record  about 
hospitalized  or  dead  persons  may,  in  many  instances,  be  the 
first  inforraation  which  relatives  obtain  about  family  meinb'ers. 
ifnen  answers  to  inquiries  show  that  the  persons  inquired  about 
are  dead  or  hospitalized,  the  xirorkers  should  be  especially 
careful  to  insert  check  marks  in  the  appropriate  column. 

b.  Every  effort  should  be  made  to  obtain  whatever  data  are 
available  in  the  files  on  all  persons  being  inquired  about; 
however,  the  Formal  Inquiry  should  not  be  delayed  beyond  the 
five-day  limit  when  the  final  search  is  made.  It  is  better 
that  xuhatever  information  is  available  be  returned  to  relatives 
rather  than  to  wait  until  information  about  all  persons  in- 
quired about  has  been  obtained. 


c.  The  ori.ginal  copy  of  the  Formal  Inquiry  Form  is  sent  to 
the  address  of  the  Civil  Defense  Unit  shoxm  in  block  -F6,  CD 
General  Inquiry  Form,  Out-of-state  inquiries  are  forwccrded  to 
State  Co’incil  of  Civil  Defense,  Main  Capitol,  Harrisb’irg, 
Pennsylvania,  or  to  the  temporary  office  designated  by  them. 

8.  Filing  Formal  Inquiry  Forms 


a.  The  duplicate  copy  of  the  Inquiry  will  be  filed  in  alpha- 
betical order  according  to  the  name  at  the  top  of  the  form 
(block  #1)  at  the  centre  in  which  the  inquir"/  originated 
(block  i^6). 

b.  The  inquiry  point  x\rill  mail  replies  received  and  destroy 
the  duplicate  copy  of  the  inqu.iry  which  they  had  retained.  All 
inquirers  should  be  told  in  a clear,  emphatic  manner  tliat 
replies  to  their  inquiries  will  be  mailed,  if  possible,  as 
rapidly  as  the  information  can  be  obtained  for  them. 

V.  TICKLER  FILE 

All  inquiry  forms  for  which  no  information  on  the  condition  or 
location  of  the  person  being  inqu.ired  about  is  found  in  the  Formal  Reg- 
istration File  at  the  time  of  the  first  clearance  should  be  placed  in  a 
Tickler  File  for  a second  clearance  on  the  fifth  day  after  the  first 
search  x-ras  made. 
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This  tickler  file  ■•rill  be  set  up  in  5 divisions,  nunbored  1,  2, 
3,  h,  5*  Each  day,  in  addition  to  clear: ng  for^is  just  received,  the 
foriTis  filed  'mder  vill  be  again  cleared  through  the  locator  file. 
Upon  this  final  clearance  the  '’reply”  block  vjill  be  completed  and  the 
form  returned  even  though  no  location  can  be  given.  Each  da}-  all 
dividers  in  the  tickler  file  ttIII  be  changed  so  that  section  5 =^f  the 
file  becomes  section  U,  section,  k becomes  section  3j  section  3 becomes 
section  2 and  section  2 becomes  section  1.  All  inquiries  received  for 
whic’'  no  locations  were  registered  on  the  day  of  receipt  will  be  placed 
in  section  ,3. 


It  is  recommended  that  no  attempt  be  made  to 
tion  about  reolies  on  the  CD  Itegistra.tion  Form  file, 
that  such  postings  cannot  be  maintained  in  periods  of 
their  use  would  be  limited  to  statistical  information 


post  any  iir'oma- 
It  is  recognized 
emergency  and  that 
for  which  there 


would  be  not  time  or 


facilities  for  tabula tr'.ng. 
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APPENDIX  A 


A . Gene ral  Instruction s 


Registration  by  family  units  is  pr^ierable  to  a systOiO.  of  in- 
dividual registration  because  the  added  voliime  of  cards  (estinatea  at  four) 
times  the  size  of  a farily-unit  file)  vrould  be  a serious  and  additional 
burden  in  such  a large  operation.  One  exception  to  registration  by  fardly 
units  is  made:  Hospitals  and  mortuaries  may  not  be  able,  in  all  instanC'js, 

to  obtain  coraplete  faaily  information;  therefore,  a single  registration  form 
is  to  be  made  out  using  only  the  individual's  name  for  all  identifiable 
hospitalized  or  dead  persons. 


The  task  of  operating  a locator  service  is  in  itself  sufficiently 
complicated  and  voluminous;  therefore,  the  General  Registration  Form  shorid 
not  be  used  to  record  services  given.  The  voliuae  of  inquiries  will  be  very 
great  and,  if  on  the  General  Registration  Form  a record  of  services  given  is 
attempted,  the  file  will  soon  bo  disorganized  and  useless. 

General  Registration  Forms  are  to  be  padded  lith  cover  sheets  of 
suitable  material;  instractions  for  use  of  the  form  are  to  be  printed,  tijmbler 
fashion,  on  the  inside  of  the  cover  sheet.  This  ’'Aill  permit  the  instnctions 
to  be  read  by  the  person  filling  out  the  form  and  will  also  pennit  the 
reverse  of  the  form  being  used  if  necessary. 


B,  Specific  Instructions 


Block  #1:  Family  Head,  Age,  Sex  - or  Hospitalized  or  Dead  Person  - 

Enter  the  full  najae  (last  name  first)  of  the  person  ^^^lio  is  the  head  of  the 
family.  In  the  proper  column  enter  the  age  and  sex  of  the  person  (ll-Male 
or  F-Female. ) 

Vvife's  I'laiden  Name  - If  the  head  of  the  family  is  married,  enter 
the  wife’s  maiden  name.  Also  enter  the  maiden  name  here,  if  the  woman  is 
the  head  or  if  the  registration  is  for  a hospitalized  or  dead  woman  who  is 
or  has  been  married. 

Block  #2:  Regular  Home  Address  - Enter  the  full  regular  home 

address  of  the  faiaily  being  registered,  including  city  and  state. 

Block  #3:  Registration  Place  - Enter  name  and  address  of  CD  centre 

at  which  this  form  is  being  prepar-d  and  the  date  and  time  (to  nearest  hour). 

Block  #4;  Names  - This  section  is  for  listing  the  names  of  all  per- 
sons in  the  faiaily  unit  including  the  person  shown  above  as  head,  OnfLy  first 
name  and  middle  name  or  initial  need  be  entered  if  the  last  name  is  the  s.ame 
as  that  shown  under  1 above.  If  the  last  name  differs  from  that  showTa  on 
line  1,  enter  the  last  name  first  followed  by  the  first  and  middle  names. 

Always  list  the  man  on  line  marked  "M”,  and  tlie  wife  on  line  marked  "VJ”, 

Other  members  would  be  listed  on  lines  l,2,3,4j5  and  6.  If  the  husband  or 
wife  is  not  a member  of  the  family  unit  because  of  separation  or  divorce, 
enter  the  name  of  the  absent  person  in  parentheses,  foD.owed  by  the 
abbreviation  "SRP"  or  "DIV. " 

Note  that  another  Registration  Form  must  be  filled  out  for  a second 
family  unit:  and  that  an  additional  Registration  Formi  must  be  filled  out  for 

any  member  of  a family  unit  whose  last  name  is  different  from  the  last  name 
shoTvn  at  top  of  form  (last  example  below).  The  following  are  examples  of 
entries  in  4j 
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APPKNDIX  A 


M 

James  L, 

32 

M 

W 

(hlary)  "SEP" 

30 

F 

1 

Helen  S. 

F 

2 

Jones,  P’rank  P, 

10 

M 

Reg.  - Place  a check  mark  in  this  columri  opposite  the  name  of  each 
person  who  is  being  registered  and  who  is  knov.n  to  be  at  the  "PRmSElM'T 
LOCATION". 

Tag  No.  - Enter  each  individual's  tag  number  if  knora. 

Block  #5°  Present  Location  - Enter  the  complete  address  of  the 
location  at  which  the  registrants  are  now  located.  Cneck  the  block  "safe" 
unless  the  registration  is  for  a hospitalized  or  dead  person.  If  hospitalized, 
give  name  and  location  of  hospital;  if  dead,  give  location  of  body  (mortuary 
or  cemeterjO. 


Block  #6;  For  Hospitalized  or  Dead  Only  - Enter  name  and 
of  the  person  to  be  notified  only  if  the  registrant  is  hospitalized 


address 
or  dead. 


Block  #7:  This  space  is  for  entering  any  infoimation  the  registrar 
considers  important.  If  about  a particular  person,  indicate  person  by  use  of 
line  number  (M,W,1,2,3, A, 5 and  6)o 
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enter  the  absent  one's  name  in  parenthesis  followed,  by  the  aoDreviaLion  "omr” 
or  DIVJ'  If  a member  of  the  fairdl;;-  unit  has  a last  name  different  from  the 
last  name  of  the  family  head,  enter  the  last  name  first,  followed  by  a comma, 
and  then  thu  first  and  middle  names.  If  the  size  of  the  family  is  too  large 
(more  than  6)  to  get  on  the  form,  make  a second  form  and  fill  in  the  same 
information  in  blocks  1,  2 and  the  first  two  lines  on  3 on  the  second  form, 

Inq.  - Place  a check  mark  in  this  column  opposite  the  name  of  each 
person  being  inquired  about. 

Block  #4:  Reply  - lAfhen  inquiries  are  received  at  the  Central  Re- 

gistration office  of  the  CD  unit  covering  the  person's  home  address,  they 
will  be  cleared  in'imediately  against  the  General  Registration  Forms  on  file 
the  re  ^ If  the  condition  or  location  of  any  member  of  the  family  being 
inquired  about  is  on  file,  the  inquiry  form  should  be  noted  in  the  blocks 
marked  "Safe",  "Hos  ital",  or  "Dead",  The  condition  and  location  of  the 
person  should  be  entered  on  the  line  opposite  the  name  and  the  date  on  which 
the  information  became  knoTvn  should  be  placed  in  the  column  marked  "Date", 

The  inquiry  should  then  bo  returned  to  the  CD  office  in  xvhich  it  originated. 

If  no  registrations  are  on  file,  the  inquiry  should  be  held,  cleared  again 
five  days  later  (see  "Tickler  File"  in  R <Sc  I Manual)  and,  if  no  information 
is  available  at  that  time,  return  to  the  CD  unit  where  it  originated  i\dth 
all  columns  checked  as  "hot  Registered", 

If  any  of  the  persons  inquired  about  are  found,  the  form  should  be 
returned  to  the  point  of  origin  immediately;  it  should  not  be  hold  in  the 
hope  that  additional  information  on  other  persons  will  be  found.  The  Inquiry 
Office  will  advise  the  inquirer  to  fill  out  another  General  Inquiry  Form  for 
those  persons  shown  as  "not  registered"  on  the  first  reply  received.  If  the 
second  reply  shows  that  the  person  or  persons  are  still  "not  registered"  after 
14  days,  the  inquirer  will  be  advised  to  ask  his  CD  office  to  help  him  fill 
out  an  unidentified  Registration  Form  (or  Forms)  giving  a full  description 
of  each  missing  person. 


□ □□ 


INSTRUCTIONS  FOR  FILLING  OUT  CD  GENERAL 
REGISTRATION  FORM 
PLEASE  PRINT 

Forms  are  to  be  filled  out  in  duplicate  by  CD  workers. 

A separate  form  must  be  prepared  for  each  family  unit  and  for 
any  member  of  a family  whose  last  name  differs  from  that  of  the  other 
members  and  for  each  "Hospitalized"  or  "Dead"  person. 

SPECIFIC  INSTRUCTIONS 

1.  FAMILY  HEAD  (or  Hospitalized  or  Dead  Persons)  — Enter  the 
full  name  (last  name  first)  of  the  person  who  is  the  head  of  the  family. 
DO  NOT  ENTER  IN  THE  BLOCK  TO  THE  LEFT  OF  THE  "I".  In  the 
proper  column  enter  the  age  and  sex  of  the  person  (M — Male  or 
F — Female ) . 

WIFE'S  MAIDEN  NAME:  If  the  head  of  the  family  is  married,  enter 
the  wife's  maiden  name.  Also  enter  the  maiden  name  here  if  the  woman 
is  the  head  or  if  the  registration  Is  for  a hospitalized  or  dead  woman 
who  is  or  has  been  married. 

2.  REGULAR  HOME  ADDRESS — Enter  the  full  regular  home 
address  of  the  persons  being  registered,  including  city  and  state. 

3.  REGISTRATION  PLACE — ^Enter  name  and  address  of  CD  centre 
at  which  this  form  is  being  prepared  and  the  date  and  time  (to  nearest 
hour) . 

4.  Names — This  section  is  for  listing  the  names  of  all  persons  In 
the  family  unit  including  the  person  shown  above  as  head.  Only  first 
name  and  middle  name  or  initial  need  be  entered  if  the  last  name  is 
the  same  as  that  shown  under  I above.  If  the  last  name  differs  from  that 
shown  on  I,  enter  the  last  name  first  followed  by  the  first  and  middle 
names.  Always  list  the  man  on  the  line  marked  "M,"  and  the  wife  on 
the  line  marked  "W,"  Other  members  would  be  listed  on  lines  I,  2,  3, 
4,  5 and  6.  If  the  husband  or  wife  is  not  a member  of  the  family  unit 


because  of  separation  or  divorce  enter  the  name  of  the  absent  person 
in  oarenthesis,  followed  by  the  abbreviation  "SEP"  or  "DIV." 

Note  that  another  Registration  Form  must  be  filled  out  for  a second 
family  unit;  and  that  an  additional  Registration  Form  must  be  filled 
out  for  any  member  of  a family  unit  whose  last  name  is  different  from 
the  last  name  shown  at  top  of  form  (last  example  below).  The  following 


are  examples 

of  entries  in  4. 

M 

James  L. 

32 

M 

W 

(Mary)  'SEP" 

30 

F 

1 

Helen  S. 

8 

F 

2 

JONES,  Frank  P. 

10 

M 

Reg  . — Place  a check  mark  in  this  column  opposite  the  name  of  each 
person  who  is  being  registered  and  who  is  known  to  be  at  the  "PRESENT 
LOCATION." 

Tag  No. — Enter  each  individual's  tag  number  if  knov/n. 

Age  and  Sex — Enter  each  individual's  age  and  sex. 

5.  PRESENT  LOCATION — Enter  the  complete  address  of  the  location" 
at  which  the  registrants  are  now  located.  Check  the  block  "safe" 
unless  the  registration  is  for  a hospitalized  or  dead  person.  If  hospital-  , 
ized,  give  name  and  location  of  hospital:  If  dead,  give  location  of' 
body  (mortuary  or  cemetery). 

6.  FOR  HOSPITALIZED  OR  DEAD  ONLY — Enter  name  and  address' 
of  the  person  to  be  notified  only  if  the  registrant  is  hospitalized  I 
or  dead. 

7.  This  space  Is  for  entering  any  information  the  registrar  considers 
Important.  It  about  a particular  person  indicate  person  by  use  of  line’ 
number  (M,  W,  I,  2.  3,  4,  5 or  6). 

ROUTING 

Send  both  copies  of  this  form  to  the  CD  Central  Registration  File 
in  the  CD  area. 


I 


APPENDIX  B 


A,  General  Instructions 


The  form  is  to  be  padded  mth  a cover  sheet  of  suitable  material, 
instructions  for  use  of  fom  to  be  printed  on  the  inside  of  the  cover  sheet, 
tumbler  fashion,  so  as  to  be  easily  read  by  the  person  filling  out  the  form. 

The  inquiry  form  is  to  be  filled  out  in  duplicate  at  the  inquiry/ 
centre  either  by  the  person  making  the  inquiry  or  a CD  worker  (the  CD  x-rorker 
only  is  to  fill  in  block  #6). 


B,  Specific  Instructions 

Blocks  #1;  Family  Head,  Ag;e,  Sox  - Enter  the  full  name  (last  name 
first)  even  though  he  or  she  ma.y  not  be  the  person  being  inquired  about. 

In  the  proper  column  enter  the  age  and  sex  of  the  person  (it-Male  or  F-Femiale), 

Block  #2;  Regular  Home  Address  - Enter  the  full  regular  homo 
address  of  the  person  being  inquir^.d  about,  including  city  and  state. 

Block  #3:  Names  of  Family  Members  - Enter  the  first  and  middle 

names  of  all  persons  in  the  fainily  unit  includi.ng  the  person  listed  above 
as  head.  The  name  of  the  man  (if  living)  on  line  "M"  and  the  name  of  the 
wife  (if  living)  on  line  "W,  If  the  man  and  woman  are  separated  or  divorced, 
enter  the  absent  one’s  name  in  parenthesis  followed  by  the  abbreviation  "SEP” 
or  DIV"  If  a member  of  the  faiaily  unit  has  a last  name  different  from  the 
last  name  of  the  family  head,  enter  the  last  name  first,  followed  by  a comma, 
and  then  the  first  and  middle  names.  If  the  size  of  the  family  is  too  large 
(more  than  6)  to  get  on  the  form,  make  a second  form  and  fill  in  the  same 
information  in  blocks  1,  2 and  the  first  t\-j-o  lines  on  3 on  the  second  form, 

Inq.  - Place  a check  mark  in  this  column  opposite  the  name  of  each 
person  being  inquired  about. 

Block  #4:  Reply  - IVhen  inquiries  are  received  at  the  Central  Re- 

gistration office  of  the  CD  unit  covering  the  person’s  home  address,  they 
will  be  cleared  irrimediately  against  the  General  Registration  Forms  on  file 
there ^ If  the  condition  or  location  of  any  member  of  the  family  being 
inquired  about  is  on  file,  the  inquiry  form  should  be  noted  in  the  blocks 
marked  "Safe",  "Hos  ’ital",  or  "Dead",  The  condition  and  location  of  the 
person  should  be  entered  on  the  line  opposite  the  name  and  the  date  on  which 
the  information  becajiie  knoim  should  be  placed  in  the  column  marked  "Date", 

The  inquiry  should  then  be  returned  to  the  CD  office  in  which  it  originated. 

If  no  registrations  are  on  file,  the  inquiry  should  be  held,  cleared  again 
five  days  later  (see  "Tickler  File"  in  R & I Manual)  and,  if  no  information 
is  available  at  that  time,  return  to  the  CD  unit  where  it  originated  xmth 
all  columns  checked  as  "Not  Registered". 

If  any  of  the  persons  inquired  about  are  found,  the  form  should  be 
returned  to  the  point  of  origin  immediately;  it  should  not  be  held  in  the 
hope  that  additional  information  on  other  persons  will  be  found.  The  Inquiry 
Office  will  advise  the  inquirer  to  fill  out  another  General  Inquiry  Form  for 
those  persons  shown  as  "not  registered"  on  the  first  reply  received.  If  the 
second  reply  shows  that  the  person  or  persons  are  still  "not  registered"  after 
14  days,  the  inquirer  will  be  advised  to  ask  his  CD  office  to  help  him  fill 
out  an  unidentified  Registration  Form  (or  Foms)  giving  a full  description 
of  each  missing  person. 
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If  the  location  of  any  person  being  inquired  about  is  or  is  not 
found  from  a family  registration  card,  each  name  should  also  be  checked  in 
the  file  to  determine  if  such  person  may  have  been  registered  individually 
as  a hospitalized  or  dead  person. 

Safe,  Hospitalized  or  Dead  - Check  v;hichever  of  these  columns 
shows  the  condition  of  the  individual  being  inquired  about.  Dive  the  Icc'.tion 
of  "Safe"  individuals.  In  the  case  of  hospitalization,  give  the  narr.e  and 
address  of  the  hospital.  In  the  case  of  death  give  the  nar:.e  and  address  of 
the  mortuary  or  cemetery.  In  the  column  marked  "Date"  enter  the  date  on 
which  the  information  was  recorded  on  the  General  Registration  For.m  in  the 
file. 


Not  Registered  - If  no  registration  is  on  file  under  the  name  of 
any  individual  being  inquired  about,  check  the  column  "Not  Registered",  and 
under  the  column  narked  "Date"  place  the  date  v/hen  the  last  clearance  with 
the  General  Re’istration  Forms  file  w’as  made. 

Block  #5:  Person  Making  Inquiry  - The  name  and  full  address  of 

the  person  making  the  inquiiy  should  be  placed  in  this  block.  In  ad.dition 
the  date  on  v/hich  the  inquirer  v;as  mmde  should  be  entered  following  the 
caption  "Date", 


Block  #6;  Return  Inquiry  To  - This  block  contains  the  name  and 
full  address  of  the  CD  unit  to  which  the  reply  will  be  returned.  This  block 
should  be  made  out  by  the  CD  worker  at  the  tine  the  original  inquiry  is 
made . 


Block  #7?  Reporting  CD  Unit  - The  Reporting  CD  Unit  is  the  CD 
Registration  Unit  that  matched  the  Inquir^^  Form  with  the  Registration  Formj 
it  is  not  the  hospital,  morgue,  or  Mass  Care  Center  v;here  the  form  v/as  filled 
out.  Thus  the  Reporting  CD  Unit  will  usually  be  the  Central  Registration 
Bureau  at  the  home  address  since  this  is  where  the  General  Registration  Form 
and  the  General  Inquiry  Form  will  com.e  together. 

Block  #8:  Disclaimer  Clause  - The  statement  contained  in  Block  #8 

indicates  that  the  infoimiation  contained  in  the  reply  to  the  inquir:,-  is  based 
on  the  best  possible  information  that  could  be  obtained  by  the  CD  Unit  making 
the  answer.  The  Disclaimer  Clause  makes  a clear  statement  that  the  reply 
to  the  inquiry  cannot  be  used  for  legal  purposes. 

Cooperative  arrangements  between  Mortuary  Service  and  Registration 
and  Inquir3,"  Service  sho^ald  be  worked  out  in  Advance  to  assure  the  rapid 
collection  and  exchange  of  official  lists  of  identified  dead  persons. 

Cooperative  arrangeiments  should  be  worked  out  in  adva.nce  between 
hospital  administrators,  Health  Services  and  Registration  and  Inquiry  Services 
to  assure  the  raoid  collection  and  exchange  of  information  on  hospitalized 
persons 
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1,  FAMILY  HEAD 

Age 

Ses 

2.  REGULAR  HOME  ADDRESS 

City  State 

Last  Name  First  Middle 

Inq. 

3.  Names  of  Family  Members 

Safe 

Hosp. 

Dead 

Not 

Reg. 

4.  REPLY 

Location  of  Person  as  of 

Date 

M 

M 

W 

Maiden  Name 
( ) 

F 

1 

2 

3 

4 

5.  PERSONS  MAKING  INQUIRY 

Name 


Date 


Address 

City 

State 

RETURN 

Name  of 

INQUIRY  TO 
CD  Unit 

Address 

City 

State 

7.  REPORTING  CD  UNIT 


Name 


Address 


8.  Answers  about  dead  or  hospitaliied  are  based  on  information  ob- 
tained from  most  reliable  sources  available  to  CD  units.  This  inquiry 
is  not  an  official  death  certificate. 


□ 


Commonwealth  of  Pennsylvania 


CD  GENERAL  INQUIRY  FORM 


January  1954 


APPE"'TDIX  C-2 

SU'jGE'^TSD  PORII  FO.S  LIFOXIAL  (POSTCARD)  II'IQUIRI 


Da  te 


yc)  1 W6X1  and.  unhanriiad?  Sand  me  a postcard  advising 
me  of  yo’ir  address  and  hon  700.  are. 


Remarks 


(Signatariy 


Address 


Telenhone 
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APPENDIX  D-1 


FLOW  OF  REGIS T'mTIO  'S  ERIE'! 


ffiGISTTI^.WT  RESIDES  ''Jir-'BI  DISASTER  ;.RE\ 
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AP?i:  T3IX  D-3 


FLOi'J  OF  lEGIST'l\TION  'lEGISTTlMT  RESIDES  OUTSIDE  ST'TE  LI 'ITS 
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APPEIJDIX  E 


FLOW  OF  NON-DELIVEH\BLS  lAlFOm\L  (POSTCARD)  INQUIRY 
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EI'KilGSiICI  'iELFA^  TPAINI'  ^G  PROGRAII 


UI'IIT; 


Organization 


LSGSOI'I  PLAN  TIME;  hO  Min, 

C0'1P.3E;  Emergency  ^-''elfare  Services 
SOURCE;  State  Co’incil  of  Civil  Defense 
Harrisburg,  Pennsylvania 

LHSSOi'I;  Registration  and  Inquiry 

Tools  and  Equipment  Reguired  for  Lesson* 

1.  State  Council  of  Ci’/il  Defense  Registration  and 
Inquiry  Manual. 

2,  Functional  Organizational  Chart  incl  uded  in  the 
Lesson  Plan  on  the  Organization  of  Civil  Defense, 

(Note;  This  Lesson  Plan  is  as  brief  as  possible 
for  the  above  listed  materials  include  the 
necessary’’  basic  procedures.) 

MAIN  FACTS 


A,  Organization  of  Registration 
and  Inquiry 


1.  See  ”11.  ORGANIZATION”  - 

REGISTRATION  AND  BIQUIRY  mWJLL 
and  "FUNCTIONAL  ORGANIZATIGMiL  CHART 
FOR  PERSOiniEL”  in  LESSON  PUN;  The 
Orga nization  of  Civil  Def elise , 


3.  Personnel  _ See  "D,.  PERSONNEL”  - REGISTRATION  AND 

INQUIRY  MAirJAL. 


1.  Coordinator  of  Registration  and  Inquiry, 
The  Coordinator  of  Registration  and 
Inquiry  is  a member  of  the  staff  of  the 
Assistant  Chief  Mass  Care,  He  is  res- 
ponsible for  the  planning  and  operation 
of  Registration  and  Inquiry  Service, 


2,  Supervisor  of  Registration  and  Inquiry, 
The  Supervisor  of  Registration  and 
Inquiry  is  administratively  resoonsible 
to  the  Mass  Care  Center  i-ianagor  but  will 
receive  technical  assistance  from  the 
Coordinator  of  .Registration  and  Inquiry, 

3,  The  personnel  required  in  R R I Service 
will  depend  upon  the  size  of  the  county, 
the  number  of  R I units  to  be  set  up 
and  their  location  and  the  number  of 
persons  who  will  require  service.  The 
figures  given  represent  the  maximum 
nu.mber  of  staff  used  in  any  one  dayj 
this  maxim’um  is  expected  to  be  needed 
every  day  for  at  least  the  first  seven 
days. 


The  estimates  recognize  the  differing 
roles  played  by  target  areas  and  rr-^cep- 
tion  areas;  they  also  break  the  per- 
sonnel requirements  dovm  into  the 
various  functions. 
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a,  TARG^ilT  The  esti’natGS  are 

based  on  a gro  ip  of  persons  nade 

up  as  follovjs:  1,000  inj  ired,  1,000 
dead,  2,000  homeless,  and  20,000 
formal  inq'iiries  relating  to  these 
people.  The  personnel  required  to 
handle  this  work  load  will  be:  Re- 

gistration Workers  (file  clerks  and 
messengers)  — 25;  Central  Registry 
workers  25;  R & I teams  at  -‘lass  Care 
Centers,  hospitals,  mortuaries,  etc, 
~50. 

b.  RECEPTION  AREAS:  The  estimates  are 
based  on  a group  of  persons  made  up 
as  follows:  2,000  homeless  and 
10,000  inquiries.  The  estimated 
staff  needs  are;  Registration 
Workers — 10;  R & I teams  at  llass 
Care  Centers,  hospitals,  mortuar- 
ies, etc,— 15;  Central  Registry 
work-}rs — 25, 

k.  There  should  be  one  supervisor  for 

every  25  workers,  for  each  supervisor 
there  shou.ld  be  at  least  one  assistant. 
In  appointing  supervisors  and  their 
assistants  it  is  important  that  per- 
sons be  selected  who  can  be  co  inted 
on  to  attend  training  sessions  and  re- 
port for  duty  under  disaster  conditions, 

5*  As  many  as  possible  for  the  above  es- 
timated staff  should  be  recruited  and 
trained  for  R E:  I Ser/ice.  It  is  re- 
cognized that  only  in  the  event  of 
enemy  action  can  full  staffs  of  avail- 
able, willing  workers  be  found.  The 
training  of  personnel,  therefore,  in- 
volves the  complete  training  of  all 
supervisors  and  their  alternates  and 
a minimum  staff  of  ^^Jorkers;  the  num- 
ber of  workers  to  be  trained  should  be 
no  less  than  20^  of  the  estimated  staff 
needs  and  no  less  than  four  for  each 
unit  in  the  service.  The  balance  will 
be  given  on-the-job  training  by  this 
corps  of  trained  supervisors  and  work- 
ers. 

C*  Pre-Disaster  Dities  1,  Deciding  where  the  units  contemplated 

to  handle  Central  Registry  and  regis- 
trations and  inquiries  are  to  be  lo- 
cated. See  ITT,  PUNNING  - REGIS TR\- 
TION  & IinUIRY  MNUAL. 
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D.  Policy 


. Establishment  of  a Central  le.'jLstry  for 
the  county  or  a group  of  counties  to 
which  may  flow  registrations  and  in- 
quiries and  'There  this  information  is 
assembled  and  filed  for  the  'is  3 of  H 
& I Service  sending  in  inquiries. 

3,  Planning  for  R I teams  for  registra- 
tions which  are  to  be  assigned  'lo  units 
in  the  Mass  Care  Center,  Hospitals, 
mortuaries,  etc. 

See  PROCEDURE”  - REUTeto^tIOU 

Il^QUIRY  M/aKUiL 

1,  In  the  event  of  a war-cau.sed  disaster, 
persons  in  a disaster  area  who  can 
help  themselves  by  making  postcard 
registrations  and  inquiries  should  do 
so . 

2,  R d;  I personnel  will  not  accept  tele- 
phone registrations  or  i.nqu.iries. 

3,  Regis trations  and  inq-uiries  orill  be 
received  by  R & I teams  assigned  to 
Mass  Care  Center,  hospitals,  mortu- 
aries etc.  None  will  be  received  at 
Cen'bral  Registry. 
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